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Decision of the Executive Director 

No R-ED-2017-4 

on the Traineeship Policy 

of 27/01/2017  

 

 

THE EXECUTIVE DIRECTOR, 

Having regard to the European Border and Coast Guard Regulation1, and in particular Article 68(3) thereof, 

Whereas: 

(1) Frontex supports the concept of traineeships within the Agency as an important element in raising 

awareness of and promoting a positive image of Frontex and the functioning of the European Union.  

(2) It is necessary to draw up rules to ensure transparency and consistency in the granting of traineeships. 

(3) It is necessary to review the Administrative Notice 8/2013 on the Frontex Traineeship Policy, in 

particular in relation to the selection process, the requirement to provide a criminal record or 

equivalent certificate, and the possibility of collaborating with educational centres for the selection of 

trainees. 

 

HAS DECIDED AS FOLLOWS: 

 

Article 1 

Purpose of the policy 

The purpose of this policy is to establish rules for the Frontex Traineeship Programme and to establish 

internal rules for the planning, application, selection, processing and evaluation of traineeships at Frontex. 

 

 

                                                      
1 Regulation (EU) 2016/1624 of the European Parliament and of the Council of 14 September 2016 on the 

European Border and Coast Guard and amending Regulation (EU) 2016/399 of the European Parliament and 

of the Council and repealing Regulation (EC) No 863/2007 of the European Parliament and of the Council, 

Council Regulation (EC) No 2007/2004 and Council Decision 2005/267/EC (OJ L 251, 16.09. 2016, p. 1). 

http://www.frontex.europa.eu/
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Article 2 

Aim of the Traineeship Programme 

The aim of introducing traineeships at Frontex is to create benefit for both parties – the Agency and the 

trainees – by allowing trainees to enhance their educational and practical experience by working within an 

EU agency and by ensuring the completion of specific tasks useful to Frontex through structured work 

assignments. The Traineeship Programme is mainly addressed to young university graduates without 

excluding those who – in the framework of lifelong learning – have recently obtained a university diploma 

and are at the beginning of a new professional career. 

 

Article 3 

Principles 

3.1. Trainees benefit from the Traineeship Programme by:  

 putting in practice the knowledge they have acquired during their studies in their particular areas 

of competence; 

 acquiring or developing expertise through defined assignments and  learning objectives;  

 acquiring knowledge about the European Union institutions and agencies,  and  their activities; 

 gaining experience and knowledge of the day-to-day Frontex work; 

 having the opportunity to work in a multi-cultural environment. 

 

3.2. Frontex benefits from the Traineeship Programme by:  

 the contribution of trainees performing within their work assignments specific tasks of utility to 

Frontex; 

 receiving input from recent graduates bringing up-to-date academic knowledge; 

 receiving the trainees input from their various levels of expertise, and their national experiences 

and fresh views;  

 building a pool of people with first-hand experience and training in procedures applicable to 

Frontex activities, who could cooperate with Frontex or other EU bodies in the future; 

 creating a pool of long-term “goodwill ambassadors” to promote ideas and values of Frontex and 

of the European Union institutions and bodies.  

 

Article 4 

Eligibility 

Candidates must fulfil the following eligibility requirements: 

 Be a national of one of the Member States of the European Union or of the Schengen Associated 

Countries;  

 Have completed the first cycle and obtained a full degree or its equivalent (degree of at least 3 years of 

study - minimum a Bachelor or its equivalent) of a higher education course (university education, studies 

equivalent to university or law enforcement studies) relevant for the tasks of Frontex on the date of 

sending their applications;   

 Produce appropriate character references as to the suitability for the performance of a traineeship 

within Frontex; 
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 Have not yet had the possibility to work either as a staff member or as a trainee (formal or informal, 

paid or unpaid) in the European institutions, bodies or agencies after having obtained their diploma. 

However, if justified by the interest of the service, Frontex may consider candidates who have followed 

a traineeship at other EU institutions, bodies or agencies if they present particular value for the Agency; 

 Have very good, proven knowledge of the working language of Frontex (English) at the level B2 or higher.  

 

Article 5 

Traineeship process 

5.1. Launching procedure 

 The number of traineeship positions at Frontex will be decided yearly on the basis of budget availability 

and the needs of each hosting entity as approved by the relevant Directors and authorized by the Deputy 

Executive Director; 

 Information about traineeship opportunities, including tasks to be performed within the work 

assignment and the selection criteria, will be published on the Frontex and other relevant websites 

together with the deadline for application and the application form; 

 Descriptions of the work assignment for which trainees are required shall be specific, detailed and 

provide an estimate of the time required for completion. The need for a trainee must be clearly 

motivated and linked with the mission of the hosting entity. 

5.2. Submission of applications 

 Candidates must submit their applications using the Standard Frontex Traineeship Application Form and 

a Europass CV; 

 They must clearly state in their application for which of the published traineeship position they are 

applying. Each traineeship position requires a separate application;  

 The application form must bear the hand-written signature of the candidate and be sent in pdf format 

to the e-mail address traineeships@frontex.europa.eu; 

 Shortlisted candidates must provide a scanned version of their passport or identity card, diploma(s) 

and  proof they fulfil the language requirement as set out in Article 4 (diplomas, certificates, proof of 

having studied in English, proof of declared work experience (if applicable) etc.) 

 

5.3. Selection procedure  

5.3.1. A selection committee consisting of the representative of the Human Resources Sector, the Head 

of the hosting entity (or the respective tutor - as referred to in Article 6.3 - if delegated by the 

Head of the hosting entity) and where deemed necessary other experts from other entities within 

Frontex, shall assess the eligibility of the applications and judge each eligible application on the 

basis of merits in relation to the defined selection criteria in view of compiling a shortlist of 

candidates. 

5.3.2. Candidates may be contacted over the phone or via Skype for an interview by the selection 

committee and in order to discuss mutual expectations prior to the selection committee providing 

their written recommendation to the relevant Director. 

mailto:traineeships@frontex.europa.eu
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5.3.3. Frontex must aim to keep, to the best level possible, gender balance and equilibrium between 

candidates from the different EU Member States and Schengen Associated Countries in the selection 

of its trainees. 

5.3.4. A reserve list of candidates may be established and used for the selection for similar traineeship 

positions depending on the needs of Frontex. 

5.3.5.  Based on the detailed screening of the received applications carried out by the selection committee 

and their recommendation, the relevant Director makes the final recommendation with regards to 

the candidate to be selected for the Traineeship position. 

5.3.6.  The final decision on the selection of the trainee is taken by the Deputy Executive Director. 

5.3.7. Selected candidates will be informed by the Human Resources Sector on their successful outcome, 

the duration, start date, and rules governing their traineeship, including the need to send as soon 

as possible and prior to commencing their traineeship, a criminal record or equivalent certificate 

not older than six months to traineeships@frontex.europa.eu. The certificate must be obtained 

from the relevant authorities of the home country of the person or from the country in which the 

person has resided for the last six months. The Annex provides equivalence table of certificates 

issued by the authorities of the Member States of the European Union and the Schengen Associated 

Countries. 

 

5.4.  Withdrawal of application 

 Applicants may withdraw their applications at any time informing Frontex by letter or email 

 (traineeships@frontex.europa.eu). 

5.5.  Traineeship personal data 

 The handling of the traineeship files and any personal data therein is in full respect of Regulation 

 No 45/20012, implemented in Frontex by the Management Board Decision 34/2015 of 10 September 

 2015, whether the application gave rise to the conclusion of a traineeship agreement or where not 

 considered, rejected or withdrawn.  

 

Article 6  

Organisation 

6.1.  Duration of the traineeship 

6.1.1. The traineeship lasts a minimum of three and a maximum of twelve months. 

6.1.2. The traineeship duration may not be extended beyond the maximum length laid down in this Policy. 

6.2.  Start of the traineeship 

6.2.1. Trainees may only start on the 1st or 16th day of the month. 

On the starting day, successful candidates have to present the originals of: 

 their passport or identity card  

 their diploma(s)  

                                                      
2 Regulation No 45/2001 of the European Parliament and the Council of 18 December 2000 on the protection 

of individuals with regard to the processing of personal data by the Community institutions and bodies and 

on the free movement of such data (OJ L 8 of 12 January 2001). 

mailto:traineeships@frontex.europa.eu
mailto:traineeships@frontex.europa.eu
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 a criminal record or equivalent certificate not older than six months issued by the relevant 

authorities of the home country or of the country in which the person has resided for the last six 

months (if not submitted yet as stipulated in Article 5.3.7); 

They also have to present: 

 proof of sickness- and accident-insurance; 

 any other relevant information or additional certificates required and communicated by Human 

Resources Sector.  

6.2.2. At the start of the traineeship the Traineeship Agreement stating the conditions of the traineeship 

as well as a Frontex Declaration of Confidentiality of trainees (see Article 7.2.5) is signed between 

the trainee and the Deputy Executive Director.  

6.2.3. Frontex provides trainees with adequate office space, computer access and other equipment 

necessary to perform their tasks. 

6.3.  Tutor  

6.3.1. Trainees will be placed under the responsibility of a tutor (nominated by the Head of the hosting 

entity and assigned by the relevant Director). Each tutor can only be responsible for one trainee 

per traineeship period.  

6.3.2. The tutor provides the trainee with adequate professional guidance and regular feedback. 

6.3.3. The tutor must notify his Head of the hosting entity and the Human Resources Sector immediately 

of any significant incident occurring during the traineeship period (in particular professional 

incompetence, absences, inappropriate behaviour etc.) which comes to his/her attention or of 

which the trainee has informed him/her.  

6.3.4. The tutor is responsible for assessing the performance of the trainee under his/her supervision by 

completing the Frontex Traineeship Evaluation Form. The tutor submits such form to Human 

Resources Sector, to the Head of the hosting entity and to the relevant Director. 

6.3.5. At the start of the traineeship period the trainee attends an induction programme provided by the 

Human Resources Sector.  

6.3.6. At the start of the traineeship the tutor has to make a general introduction, including a discussion 

on the tasks to be performed by the trainee. Those tasks are part of a structured work assignment 

and of the learning objectives to be achieved by the trainee during the traineeship period and they 

must be laid down in writing and signed by the tutor and the trainee.  

6.3.7. Trainees shall not be entrusted with a sensitive activity3 or granted access to classified information. 

 

Article 7 

Rights and obligations of the trainee 

7.1. Status  

Admission to the Traineeship Programme at Frontex does not award the selected candidates the 

status of ‘Other Servants’ in the sense of the Staff Regulations and Conditions of Employment of 

Other Servants of the European Union, nor does it entail any right or priority with regard to future 

                                                      
3 As defined by art. 9 ED Decision No R-ED-2016-131/30.11.2016 on the levels for security clearance for 

Frontex posts 
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employment in the service of Frontex. Trainees may be recruited, during or after completion of 

their traineeship, conditionally to applying as external candidates and successfully completing the 

selection process for the post advertised in the Vacancy Notice. 

7.2. Duties and obligations 

7.2.1. Trainees have to comply with the instructions given by their tutor, by their management and by 

the Human Resources Sector and they have to satisfactorily fulfil their duties according to the 

traineeship work assignments.  

7.2.2. Trainees have to take part in all activities organised for them, respecting the timetables and 

programs laid down. 

7.2.3. At the end of the traineeship period, trainees have to complete and submit to the tutor the self-

assessment section of the Traineeship Evaluation Form regarding their fulfilled tasks and met 

objectives during the traineeship period in view of their structured work assignment.  

7.2.4. Trainees have to comply with the internal rules governing the functioning of Frontex, in particular 

the rules concerning security and confidentiality as well as all provisions of the Staff Code of 

Conduct. They have to exercise their duties and behave with integrity at all time. 

7.2.5. Trainees have to exercise the necessary discretion regarding facts and information that come to 

their knowledge during the course of their traineeship. They must not, in any matter, disclose to 

an unauthorised person a document or information not already made public, unless written 

permission has been sought and granted by the Deputy Executive Director in advance. They will 

continue to be bound by this obligation after the end of their traineeship. To ensure this discretion, 

trainees have to sign Frontex Declaration of Confidentiality of trainees before starting the 

traineeship. 

7.2.6. Trainees must not have any professional connections with third parties which might be incompatible 

with their traineeship, and they are not permitted to exercise any other gainful employment during 

the period of the traineeship which may adversely affect the traineeship work assignment. Should 

a conflict of interest arise during their assignment, trainees have to immediately report this to 

their tutor and to the Human Resources Sector in writing.  

 

Article 8 

Working Hours and Absences 

8.1. Working hours and leave entitlement  

8.1.1. Trainees have to respect the same working hours and the same public holidays apply as for Frontex 

staff. 

8.1.2. During the traineeship period, the trainee is entitled to two working days of leave for each 

completed month of traineeship. The leave request may be authorised only after completing the 

first month of traineeship. In special and justified circumstances, leave days during the first month 

can be granted to the trainee by way of exception. 

8.1.3. Where the traineeship is terminated before the end of a month, the leave days are reduced 

proportionally. 
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8.1.4. Special leave requests, in justified cases, may be approved only after a case by case analysis 

performed by the Head of the hosting entity and after obtaining the opinion of the Human Resources 

Sector. 

8.1.5. Using the Leave Management System (LeaMa), leave requests have to be approved by the tutor and 

the Head of the hosting entity and have to respect the needs of the service.  

8.1.6. Days of leave not taken shall be forfeited. 

8.2. Sickness or accident 

8.2.1. In case of sickness or accident, the trainee has to notify his/her absence to the tutor, and to the 

Human Resources Sector (absences@frontex.europa.eu) on the first day of absence.  

8.2.2. In case of absence on medical grounds longer than three days, the trainee must provide a medical 

certificate. 

8.2.3. When the trainee is absent without justification or without notification as foreseen in 8.2.1 and 

8.2.2, Frontex may decide to immediately terminate the traineeship without further notice.  

 

Article 9 

Sickness and accident insurance 

Frontex does not cover sickness or accident insurance for trainees. Trainees are responsible to arrange and 

pay for their own insurance prior to the start of the traineeship at Frontex.  

 

Article 10 

Grants 

10.1. Trainees will be awarded a flat rate monthly maintenance grant during their traineeship. The 

amount of the grant is decided by Frontex. The amount of the grant will be published annually on 

the Frontex website and shall not be subject to the correction coefficient.  

10.2. The above mentioned grants shall be calculated in EUR and paid in PLN, according to the InforEuro 

monthly exchange rate (in case the traineeship takes place in a country different than Poland where 

Frontex has established a liaison office, the grant will be paid in the local currency). 

10.3. Trainees who receive a grant or subsistence allowance of similar nature from another source for 

the same purpose, or who continue to be paid by their employer for the purpose of following a 

traineeship at Frontex, shall only be entitled to the aforementioned Frontex traineeship grant if 

the sum they receive from the other source is less than the amount of the Frontex grant. In that 

case they shall receive the difference.  

10.4. Trainees are solely responsible for the payment of any taxes due on the grants received from 

Frontex by virtue of the laws in force in the State concerned. Grants awarded to trainees are not 

subject to the tax regulations applying to officials and other servants of the European Union.  

10.5. At the end of traineeship and for tax purposes, the Human Resources Sector provides an income 

certificate stating the total amount received by the trainee, confirming that tax and social security 

payments have not been paid by Frontex.  
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10.6. Recruited trainees may receive a travel allowance, in the form of a lump sum payable at the end 

of the traineeship period and under the following conditions:  

 100% of the lump sum after completion of more than 3 months of the traineeship, 

 50% of a lump sum after completion of a minimum of 3 months of the traineeship  

 0% if traineeship is terminated before completion of 3 months  

The allowance covers the shortest aerial distance between the trainee’s permanent residence 

(place of origin) which is the place of habitual residence at the time of filling the application form 

(as indicated in the application form) and the city where the traineeship is taking place.  

Places of temporary residence, e.g. for the purpose of study, military service, training periods or 

holidays, are not regarded as places of habitual residence (place of origin).  

Trainees whose place of permanent residence (place of origin) is less than 100 km from the place 

of traineeship are not entitled to a travel allowance.  

Proofs of the permanent residence (place of origin), will be submitted by the trainee to the Human 

Resources Sector one month before the end of the traineeship who will assess them and establish 

the eligibility.  

  

Distance (km) Allowance (€) 

0-99 0 € 

100-249 100 € 

250-499 180 € 

500-1999 275 € 

2000-2999 360 € 

3000-3999 530 € 

4000-7999 820 € 

>8000 1.100 € 

 

The basis for calculating the travel is the one-way aerial distance between the trainee’s permanent 

residence and the city where the traineeship takes place. ‘Distance’ means the geographical 

distance (one way) between the two locations. 

The table illustrates the corresponding travel allowances to each distance intervals.  

 

Article 11 

Missions and mission allowances 

11.1. In exceptional cases, closely related to the tasks to be performed during the traineeship only, and 

on request from the Head of the hosting entity stating the grounds, the relevant Director may 

authorise trainees to be sent on missions. This authorisation entitles the trainee to reimbursement 
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of mission expenses (daily allowance, travel cost and accommodation) connected with his/her 

participation. These expenses are charged to the budget line of the hosting entity. Trainees on 

mission are covered by the Frontex mission insurance. 

11.2. Trainees on mission must always be accompanied by a statutory staff member, who should normally 

be the trainee’s tutor, since the trainees cannot represent Frontex.  

 

Article 12 

Interruption and termination of traineeship and sanctions 

12.1. If the trainee wishes to terminate his/her traineeship earlier than the date specified in the 

Traineeship Agreement, a written request approved by the Head of the hosting entity must be 

submitted by the trainee to the Human Resources Sector. The request must in principle be 

submitted at least three weeks in advance of the termination date; exceptions may be agreed to 

if the trainee takes up employment at Frontex or can be individually assed by Human Resources 

Sector. Trainees may only terminate their Traineeship Agreement on the 15th of the month or at 

the last day of the month. When appropriate, the overpaid part of the grant must be reimbursed 

to Frontex.  

12.2. The Deputy Executive Director, following a justified request by the tutor approved by the Head of 

the hosting entity and the Head of Human Resources Sector (after hearing the trainee), may take 

measures concerning the trainee, including termination of the Traineeship Agreement, in particular 

due to disrespect of the obligations provided for under Article 7.2 and as foreseen in Article 8.2.3. 

12.3. Following the procedure referred to under Article 12.2., Frontex may also decide to terminate the 

traineeship in case the level of the performance is proven to be inadequate for the proper 

execution of the traineeship work assignment.   

12.4. The Head of Human Resources Sector, in consultation with the tutor and Head of the hosting entity, 

reserves the right to propose to the Deputy Executive Director to terminate the traineeship if at 

any moment it becomes apparent that the trainee knowingly made wrongful declarations, or 

provided false statements or documents at the moment of application or during the traineeship 

period.  

12.5. In case of early termination of traineeship any overpayment of the grant and allowance is to be 

reimbursed to Frontex. 

 

Article 13 

Certificates at the end of the traineeship 

 A certificate will be issued to each trainee after completing the traineeship period. The certificate will 

specify the dates of the traineeship period, the hosting entity and the description of the main tasks within 

their work assignment. 
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Article 14  

Deviating Traineeship Agreements 

14.1.   Frontex may accept, by way of exception, unpaid traineeships upon request from different EU 

Member States academies, universities or law enforcement training organisations. This applies also 

in case of requests related to the coverage of the grant by another public administration institution.  

14.2. Frontex may conclude agreements with educational centres concerning the selection of trainees 

based on the value of their academic work. These agreements may lay down selection rules that 

deviate from the aforementioned in Article 5.3. Without prejudice to this provision, agreements 

concluded with educational centres in particular regarding the selection of students for 

traineeships at Frontex, or the modalities according to which students can gain academic credits 

through a traineeship at Frontex, shall not be in contradiction with the present Policy. The provision 

of Article 10.3 is applicable in this case.  

 

Article 15 

Entry into force 

1. This Policy enters into force on the day following its signature. 

2. Administrative Notice 8/2013 on the Frontex Traineeship Policy is hereby repealed. 

3. As a transitional measure, ongoing Traineeship Agreements extended for a total duration exceeding twelve 

months will be honoured until their expiry date, but may not be renewed.  

 

Done in Warsaw, on 27/01/2017 

[signed] 

Fabrice Leggeri 

Executive Director 

 

 

 

 

 

 

 

 

 

 

 

 

Annex  
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Equivalence of certificates issued by Member States 

Member State Certificate 

Austria Certificate of the Penal Registry (Strafregisterbescheinigung) 

Belgium Extract from Judicial Record  

Extrait du casier judiciaire [French]  

Uittreksel uit het Strafregister [Flemish]) 

Bulgaria Conviction Status Certificate  

Svidetelstvo za Sudimost 

Свидетелство за съдимост 

Croatia Certificate of No Convictions 

Potvrda o Nekaznjavanju 

Republic of Cyprus Police Clearance 

Czech Republic Police Clearance Certificate  

Zadost o vypis z rejstriku trestu 

Denmark Crime Certificate  

Straffeattest 

Estonia Criminal Record Check 

Finland Extract from Criminal Record 

Rikosrekisteriote 

France Extract from Police records 

Extrait du Casier Judiciaire Bulletin nº 3 

Germany Police Good Conduct Certificate 

Polizeiliches Führungszeugnis 

Greece Penal Certificate for General Use 

Hungary Police Penal Certificate 

Hatósági Erkölcsi Bizonyítvány 

Ireland Police Certificate of Character 

Italy General Penal Certificate 

Certificato Generale del Casellario Giudiziale 
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Solicitor General’s Certificate of Pending Charges 

Certificato dei Carichi Pendenti della Procura 

Latvia Certificate on Conviction of an Individual 

Izziņa par fiziskas personas sodāmību 

Lithuania Criminal Record Check 

Luxembourg Penal Certificate 

Bulletin No. 3 Extrait du Casier Judiciaire 

Malta Conduct Certificate 

Certifikat Ta’Kondotta 

Netherlands Certificate of Good Conduct 

Verklaring Omtrent het Gedrag (VOG). 

Poland Request for a criminal record- Request for information about a person 

Zapytanie o Karalnosc – Zapytanie o udzielenie Informacji o Osobie 

Portugal Criminal Record Certificate 

certificado do registo criminal 

Romania Certificate of Police Clearance 

Certificat de Cazier Judiciar 

Slovakia Police Certificate 

Vypis z registra trestov 

Slovenia Certificate of No Convictions 

Potrdilo o nekaznovanju 

Spain Criminal record certificate 

Certificado de Antecedentes Penales’ 

Sweden Extract from the Criminal Records Registry for purposes in another country 

utdrag ur, belastnings registret 

UK ACPO Police Certificate 

 

 

 

Equivalence of certificates issued by Schengen Associated Countries 



 13/13 

 

Schengen 

Associated 

Country 

Certificate 

Iceland Criminal Certificate for Private Use 

Einkavottord 

Liechtenstein Criminal Records Excerpt 

Stafregisterauszug 

Norway Criminal Record Certificate 

Politiattest 

Switzerland Criminal Records Extract 

Stafregisterauszug 

 

 

 


